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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This i s a non-supervisory clerical class enconpassi ng positions,
the main duties of which are the typing, processing, and
mai nt enance of departnental records and reports, including court
records. The police records clerk receives, checks, and files
records and reports and retri eves them when needed. In addition
to these duties the clerk types records and fornms, answers the
t el ephone, operates office nmachines, and perfornms related

clerical duties. General instructions are given by the
assi stant police chief who supervises and reviews the work of
this class. The enployee works independently in performng

routi ne tasks.

EXAMPLES OF WORK
Exanples |listed below are illustrative only. They are not

intended to include all duties which may be assigned., neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
pr ocedur es; files depart ment records and reports
al phabetically, nunerically, or geographically; finds errors in
records or reports and returns them for correction.

Takes dictation and transcri bes.

Types letters, forns, nenoranda, records, reports, etc.;
proofreads typed material; mails or distributes typed materi al .

Answers tel ephone; gives out routine information or screens
callers according to instructions from superiors.

Conducts police dispatching duties when necessary, after proper
t rai ning.

Posts office expenditures in |edgers; balances account books;
di sburses petty cash according to office procedure; keeps
records of petty cash dispersed; makes cal cul ati ons necessary
to compute payroll.

Opens, sorts , and distributes mail.

Makes entries of routine information in departnment accounting
and personnel records and information files.

Operates office machines such as typewiters, tape recorders,
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copyi ng machi nes, addi ng machi nes, etc.
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Revi ses departnent filing systemand devel ops new procedures for
of fice functions when necessary.

Pulls information fromfiles when needed or requested; gathers
data fromfiles for use in preparing reports; prepares reports
frominformation collected fromfiles.

Wites letters in answer to requests received or as needed.

Attends official meetings for the purpose of taking m nutes or
not es.

Perforns rel ated duties as assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirements of the Minicipal Fire and Police

Civil Service Law, including being a citizen of the United
States, and passing a civil service examnation for the
position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must be able to type at |east 45 words per minute.
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